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Introduction 
This guide is for Primary Servicers to use when accessing the Internal Controls Questionnaire (ICQ) in 
the Multifamily Eligibility System (MES). 
 
If you have any questions, please send an email to the Multifamily Eligibility mailbox. 
  

mailto:multifamily_eligibility@freddiemac.com
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ICQ Webform Option 
1. Access the MES site. From the homepage, select “ICQ” then select “Due.” The ICQ that is due 

will populate in this column. 
 

 
 

2. Right click the S/S name and select View/Edit ICQ Details. 
 

 
  

https://multifamily-mes.covius.com/Default.aspx?ReturnUrl=%2f
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3. The web-based form will appear and be prepopulated with the prior year’s data, if available. 

Note: This page may open in a different tab. 
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4. The Navigate to feature allows the user to jump to various sections within the ICQ. 
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5. As you scroll and complete the form, the Save button will appear. Save the form as needed so 

that you do not lose your information. 
 

 
 

6. Once all the sections have been completed and saved in web-form, return to the MES ICQ main 
page. 
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Bulk Upload Option (Horizontal and Vertical) 
1. From the home screen, click on “ICQ”, select “Due”, then the Servicer. Select Download 

Horizontal. 

 
 

2. Open the template and complete the ICQ in the Excel form. Seller/Servicer name will appear in 
2A. Note: Some responses have a drop-down for Yes, No or N/A. 
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3. From the home screen, click on “ICQ” select “Due” then the Servicer.  Select Download Vertical. 
 

 
 

4. Open the template and complete the ICQ in the Excel form. Seller/Servicer name will appear in 
1C. Note: Some responses have a drop-down for Yes, No or N/A. 
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5. Save the completed template to your computer. To upload, follow the step in the screenshot 
below. 

 

 
 

6. This is what the upload looks like when it is successfully completed. Click OK when upload is 
completed.  Please contact the Freddie Mac Audit Lead in the event of upload errors. 
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7. To upload additional documents, click on “ICQ,” click on “Due” then right-click on the 

Seller/Servicer and click View/Attach Documents. 
 

 
 

8. Click on Upload and the upload files dialog will pop up. Click Add Files to add as many 
documents as you’d like. 
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Review and Submission to Freddie Mac 
 

1. Once the Excel document has been completed, submit the ICQ to Freddie Mac. Navigate to the 
ICQ, “Due” tab and right click the Seller/Servicer name. Select Submit to Freddie Mac. 

 

 
 

2. Training Documents such as the user manual or demonstration video will appear here. 
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Definitions 
 
Review Form – Allows you to review and edit the web-form. You can also navigate to different sections.  
 
Documents – Allows you to upload documents in addition to the upload steps shown on page 8 
 
Notes Client – Allows Freddie Mac to leave notes for counterparties or add any final comments 
 
Historical ICQ – Allows you to view historical ICQs from prior years 
 
Audit – Audit option allows tracking of activities in a certain record. For example, when a record is 
changed from one status to another, the audit log tells you when the record was moved and by which 
user. 


